
Uploading Documents to an 
existing Application

If you have submitted your application and need to upload a 
document, please follow these directions. 



To get started you will want to go to: 
https://www.michigan.gov/bfs

Then under Quick Links, you will want to 

click on Accela Automation- Citizen 
Portal 

Click here to get 
to : Accela 

Automation 
Citizen’s Portal 

https://www.michigan.gov/bfs
https://aca3.accela.com/LARA/Default.aspx


Once you click on the Accela Link, you will 
need to fill out:

User Name or E-mail:
&
Password:

Then click the Login button. 



Once you are logged in this will be 
what the Home screen looks like.

Click on:
Fire Services 



Now you will see all the Records in 
your account. Look for the Application 
number you need to upload 
documents to.

Click on: 
The Record # link (in blue)



Click on:
Record Info

Then

Click on:
Attachments



Click on:
Add



Click on:
Add

Then click on the document you are 
trying to add that is saved in your 
computer. 



Once the document has loaded and is 
at 100%.

Click on:
Continue 



Click on:
Type

Add a Description

Click on:
Save



Once your attachment has been 
successfully uploaded you should be 
taken to this screen.


